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countered in this regard is highlighted by one proposed change of &
- three hundred position Tsble of Organization in which the opsrating .
- office requested that sixiy-nine low. prade positions be abolished = ™.
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Activities Report of the Classification
and Wage Division frem July 1, 1954 to
Decenber 31, 1954 o

Introducblons

As outlined in previous progress and program roporks, tho primary
objective of the Classification and Wage Administration Program is
to achieve and maintain a sound occupational and salary structure
for Ageney positions, which provides for equitable salary aligrment
with compensation levels within and outside the Federal Government

and is responsive to the amusual job characteristics and employment -
situations encountered in CIA, ‘

With this objective im mind, owr efforts during the past six months
have included the final reviow and readying for coordination of the
Occupational Handbook of Glassification Titles end Codes, which sets

. Porth and defines all types of positions found in CIA3 the veview

snd spproval with eppropriate classification ehenges of Tables of

Organization for many components; the conduct of classification surveyss

the development, coordimetion and publication of Position Standardss

" the processing of individusl peositlion and persornel actions involving
desk sndit end analysis of existing and proposed positions; and the -

preparaticn of a number of staff studies in the field of salary and - -
wage administration. These major progran activities are described:

in detail in the following pages.

Dwring the period completed, & mumber of organizations have proposad
new Tablea of Organization to reduce their enthorized positions to
theiz ceiling figure; This type of sctivity has required caveful
claggification veview to assure that the reovised Table of Organizstion
would be valld from the Classification standpoint, The problem ene-

and that ten percent of the remaining positions be changed t¢ higher
gradeg, To facilitate the processing of this type of request, o

published Agency position standards have been helpful in providing -
_a mtually aceeptable basis for resolving differences; but sufficient

stendsrds to covor the mejority of positions are not yet availsble,
Naturally, we have been faced with a greater effort and ons of time~

consvming cheracter in obtalning agreemant from operating offices .

' on proposals in which the requested grade structure cannot be epproved. |

In other words, it takes but winutes to say "yes™, but "hours" to ’
" gay “no, and make it stick®, : _
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Although a messure o sistance bas beon sbtained by the publication . |

of Agency Regulati bles of Organization, which specifiea
job information will accompsny requeste for T/0 Changes, the ma:]oz*
organizational ¢hanges are generslly of ‘such atated priority and
immediacy that fraguently they must be approved subject to reeeip‘h
of job. informatica at a later date. . This operating procedure, of.
courge, requires congiderable follaw-up on the part of the Division -

- and dictates the charscter of a Mstm%ial portioca of our i’uture

&Jﬂrﬁﬂ.ﬂa&e

During tbe pemod the trend of ﬁhe avaz*age grada of each cong)onent ‘
Table of Organization was closely obaerved amd comprrisons made over

- a five-year pericd, The ever-increasing grade lovel and its budgetary
gignificance ware pointed out to cperating offices particularly in

connaction with Table of Organization changen, Within the DD/T Area,;.

" operating offices adopted the approach of mainbaining existing

average grades to the greatost extemt posaible: during the development
of new T/0%. -

In light of operabing reguivemsnts set forth, our fubture plami call
for the complotion of additicnal Position Standerds for positions

wmont common to the Agency, the conduet of Classification Surveys to
egteblish firm and valid classiflication structures for existing
organizations, and the incrsased familiarizetion of operating offieia.‘ls

- with the value of clagsification 4o -them in achieving 8 saund personnel

management progran in thelr activitys

Progress hae besn made in providing fleﬁ'bility to meet amergefnoy

/ and operaticnal staffing !and asgipgioment gituations through the develope

ment and initlation of procedures for conbrolled temporary assigne
ments of personnel to lower graded positions than the grade held,

Additional procodursl end imstructional guidss will be

L}
published in the near future, of which an important publication

currently being coordinated is the CIA Occupational Handbook of
Classification Titles and Codes, This will provide in ready reference
form the Agency occupational structure, in which similar types of -

pogitions are asgigned to appropriate occupational groups, and a
standard title, definition, and occtma'hioml ¢code 18 met fort.h for
each c&'tegwy of pogition.

Racent develanmnts in the Agency Career Service Program as well &8s
policy aecisions received from the Office of the Director and ruquests
for clagssification services from the Depuby Director for Administration
and other Officials emphasiza the increasing need for the applica.tion
of classification and wage adminietration techniques to all Agency

positions and Cempouents, Accordingly, an acceleration in the paee
of our activities muet be plarmed for and acecomplished during the
coming year,

GEGREL
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II. Following is a distribution of the percentage of total staff time =
spent on the various activities during the reporting periods :

Category Characteristics Time Psrcengge
1, Classification Collection, recording, and analysis 20%
- Surveys, : of duties and quelification require-

ments information sbout all positions

in particular organizational eomponents
or occupational categories, Presentation
of classifications determined wpon for
the positions and coordination of results
with Office concerned, Preparation of
survey reporta.

2. Pogition Intensive analysis of positions in pare 84
Standards, ticular cccupational categories, Praw
paration therefrom of sumary statements
of the sesential characteristics of ths
categories and of the levels of work
therein, qualifications rsquired there-
for, and the lines of progression,
Coord'nation of these products,

3, Individual Review of selected individmel personnsl 23%
Classification actions in terms of the classification
Aetions, propriety. Such actions are those in

which there are unresolved questions
concerning the classification of the
positions, and their resolution frequently
requires desk audits and the preparation
of descriptions. Category includes super-
grade position review and rocommendations,

Lo Table of Or- Classification rveview of 7/0 proposals end 12%
ganization Review  preparation of OP recommondations %o bp/4,
and Distribution,  Distribution of approved T/0's and cowirol
: of a1l T/0 records,

5. Specigl Studies Preparation and coordination of regulations, 18%
and Staff Services, handbooks, and other guvldes on classification

and wage administration metters, Staff suppore
to AD/P on the CIA Supergrads Structure and
related matters, Preparation of comments en
applicabillty to CWD program of degislative
and other proposals. Analytical studies om
current problems of concern to CiD activities,
Extension of machine tabulation methods in the
presentation of informetion sbout oceupationsl
structure of Agency Components. Staff assistance
to operating offices on clasaification problens,

(The remaining staff time was divided befwsen fowmel treining within the
Agenyr, Isave, sod details 5o ebhas OP Divislons, ) 4 _
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